[image: image1.wmf]
ECB-UNRESTRICTED

5
ECB-UNRESTRICTED


Vacancy notice
1 Position title
Information Management Specialist (Library) 
2 Type of selection procedure

Recruitment for ESCB/IO position
3 Function 

The Information Management Services Division of the European Central Bank (ECB) is seeking applications for the position of Information Management Specialist (Library). The Division is responsible for: 

· developing, maintaining and guiding the implementation of information management policies and procedures and providing records management services including in the area of data protection;

· managing the ECB’s physical and electronic archives and ensuring the disclosure of archived information when required and the disposal of information in accordance with the ECB’s information retention policy;
· managing the ECB library and providing staff with print and electronic publications and information services;

· supporting the further development of enterprise content management and coordinating the selection of systems and tools for archives and library, and for collaboration, document and record management;

· providing related functional training, maintenance and support for the ECB, the Eurosystem, the European System of Central Banks (ESCB), the European Systemic Risk Board (ESRB) and in the future the single supervisory mechanism (SSM).
The available position is allocated to the Library team within IMS.

The Library team facilitates and supports the business and research activities of the ECB by providing access to published information resources, giving advice and maintaining its collections. It is the central point of procurement for both printed and electronic publications, as well as external information services that do not fall under the responsibility of the market data team in the Directorate General Statistics.
3.1 Main tasks

The successful applicant will be entrusted with a selection of the following tasks:

· assisting in the processing of Library tasks (acquisition, cataloguing, classifying and indexing, collection management among others) including in the acquisition and maintenance of electronic information resources;
· providing reference and information services to Library users; 
· supporting next year’s Library projects: 

· the selection and implementation of a web-scale discovery tool, 

· the setting up of a new Library website, 

· the selection and implementation a new Library management system, 
· the roll-out of library services and resources to new ECB staff working on banking supervision (SSM),
· the move to the ECB’s new premises, 
· the promotion of the Library e-collection on mobile devices. 

In particular, the Information Management Specialist (Library) will play an important role in relation to the management of electronic resources by checking and identifying whether particular licences resources include walk-in access, in view of the opening of the Library to the public. 
In addition, as the ECB is to take new supervisory functions next year, the Information Management Specialist (Library) will contribute to the Library activities preparing the arrival of these new colleagues. 
4 Qualifications and experience

Applicants must have the following knowledge and competencies:

· a bachelor’s degree (or a higher degree) in Library and/or information management, or relevant professional qualifications and three years of relevant professional experience;
· a working knowledge of an integrated library management system (preferably ALEPH);

· a good knowledge of information search and retrieval in different information systems;
· experience in electronic resources management would be an asset;

· knowledge and interest in the use of information technologies in libraries would be an asset;
· an advanced command of English;

· a basic knowledge of at least one other official language of the EU;

· a working knowledge of MS Office, in particular Word, Excel, PowerPoint, and Outlook;
· a working knowledge of document management systems such as OpenText Livelink would be an asset.

5 Competencies

The successful candidate will have the following behavioural competencies: 
· ensures timely responses in order to serve clients;

· communicates ideas in an effective manner and ensures mutual comprehension
· identifies the essential elements of a process and applies sound judgement when collating results;
· shares information and supports team members in the achievement of common goals;
· embraces new technology and processes with enthusiasm;
· learns quickly when facing new challenges;
· is comfortable working without close supervision, but knows when to involve others;
6 Position-specific expectations

The recruiting business area is willing to support part-time arrangements for this position.

7 Contract type and duration

This position has been allocated to salary band E/F.
ESCB/IO short-term contract of 12 months, which may be extended subject to individual performance and organisational needs.

8 Application process

8.1 Information for all types of vacancy 

Applications are to be made in English by sending a CV and covering letter to Dorothea.scherzer@ecb.europa.eu
The recruitment process may include a pre-screening exercise, a written exercise, a presentation and interviews.
Applications are accepted from nationals of Member States of the European Union.
Further information about this position may be obtained from Dorothea Scherzer, Principal Information Management Expert: Dorothea.scherzer@ecb.europa.eu; Tel.: +49 69 1344 7695.

Closing Date for Applications: 12.12.2013
8.2 ESCB/IO vacancies

This is a call for expressions of interest from members of staff of ESCB institutions and international organisations – i.e. an applicant’s current employer should be: (i) the national central bank of an EU Member State or Croatia; or (ii) a European or international institution (e.g. the BIS, EBRD or IMF). Applicants must have a contract of employment with their current institution ending at least one year after the end of the proposed period of employment at the ECB.
Applicants are encouraged to discuss their interest in being seconded to the ECB with their line management prior to applying.
Further information on the ECB’s conditions of employment for short-term positions can be found at http://www.ecb.europa.eu/ecb/jobs/html/index.en.html 
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